OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

This Job Aid shows how to:

e Create an Open Market Requisition
e  Submit the Requisition for approval
e Find and submit the Open Market Purchase Order

Of Special Note:

Requisitions are internal documents used to request goods and services. They are the starting document for both
purchase orders and bids. The job aid will show how to purchase items and services that are not on a statewide contract
(SWC); for example an incidental or one time purchase. This type of document is referred to as Open Market. Once an
open market requisition has been approved, an open market purchase order can be created to complete the
procurement/purchasing process. Purchase orders are documents used to buy goods and services.

Note: Users must follow procurement rules in addition to COMMBUYS Policy regarding bid issuance and use of Statewide
Contracts.

Screenshot Directions

1. Launch the COMMBUYS Web site by

i entering the URL
https://www.commbuys.com/bso/ in the
Browser.

OPERATIONAL SERVICES DIVISION ——

Enter your login credentials and click the

COMMBUYS is the onhy official procurement record system for the Commonwealth of Login button on the COMMBUYS home
Mazsschusetts” Executive Departments. COMMEUY'S offers free intemnet-based scocess age
to all public procurement information posted here in order to promote transparency, page.

incresss compsetition, and achizve best value for Massachusstts tapayers.

COMMBUYS INFORMATION: For more information on COMMBUYS please visit us at
COMMBUYS. If you have any questions or concems contact the COMMBUYS Help
Desk at COMMEBLUNY Sifstate ma. s of ring ws during normal business howrs {BAM — 5PM
Monday — Friday) at 1-B88-827-8283 or §17-T20-2157.

L | Reqister
Register here to begin using COMMBLUYS.
Vendors, please read this dizclsimer prior to registering.
L | Complete Registration
Complete registration here to begin using COMMBLUYS.
endors, pleass read this disclzimer prior to completing registration.
L | Open Bids
Browse open bid opportunities.
L | Active Contracts
Browse sctive Contracts/Blanksts.
L | Contract & Bid Search
Saarch for Bids and sctive Contracts/Blankats.

L | Registered Vendor Search

Saarch for registersd vendors.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

2. Upon successful login, if you have multiple

roles in COMMBUYS select the Basic

Purchasing role on the upper right side of the
December 17, 2013 23256 PMEST O @ 4l » € wd ' ¥ page.

Buyer Buyer If users have only Basic Purchasing Role, no

tabs will display.

Home ‘ Ttems v _ - ‘ 3. From the Navigation Bar, select
Documents > Requisitions > New

Bids
Home - Welc™ ;4.

Receipts

Invoice

In Progress

Ready for Approval
Ready for Purchasing
| TvenEe S Purchaser Assigned
| Quotes > | Gone to PO

Gone to Bid

Returned

Canceled
Backorder
Ready for Issue
Partial Issue
Complete Issue
G2B Shopping

4. The General tab for the requisition opens.
On the left side of the screen, complete the

New Requisition
L]

following fields:
Items Address Accounting Routing Attachments Notes Reminders Summary

Department: defaults from user profile.
May be changed, using the dropdown if
Requisition Number: other departments are available to user.
e Location: defaults from user profile.

Status: 1Rl - Requisition In Progress (When User request is created) . .
May be changed, using the dropdown if
o . .
Department™ 00100 - PETS PLUS M other locations are available to user.
Location®: 100 - BOS-PP ~ e Required by Date: optional
Required By Date: = e Requisition Type: Open Market

e Requester: user that created the

Reaustion Tyee . requisition; this field cannot be edited
Requestor Buyer Buyer e Contact: contact for this requisition; can
Contact: Buyer Buyer be changed
Altemnate ID: e Estimated Cost: calc_:ulated by
Estimated Cost- $0.00 COMMBUYS; not editable by user

N i e Alternate ID: leave blank
Print Format: -
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OPERATIONAL SERVICES DIVISION

Job Aid:

Screenshot

Short Description™

Fiscal Year: 2014 ~

Organization: Department of Technology Management and Budget
Solicitation Enabled:

Entered Date: 121772013

Type Code: -

Purchaser: Buyer, Buyer -

Contact Phone: 555 555 1000

Tax Rate: e

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Directions

4. On the right half of the General tab,

complete the following fields:

Short Description: be specific as this
field can also be used as search criteria to
locate a registration; may use any
Departmental Identifier numbers (100
character field)

Fiscal Year: defaults to the current Fiscal
Year

Organization: default value based on
your user profile and can only be changed
by an administrator

Solicitation Enabled: only select if this
requisition will convert to a bid

Entered Date: defaults to the current
date and cannot be changed

Type Code: leave blanket for requisition
Purchaser: defaults to your name; use
the dropdown to select a different
purchaser

Contact Phone: defaults to the profile
value; can be updated as needed

Tax Rate: n/a for Commonwealth

When complete, click the Save & Continue
button to save the information entered on the
General tab.

Open Market Requisition 1400176

General WiEUtH Vendors Address Accounting Routing Attachments(l) Notes Reminders Summary
[CCIGEIN Vendors Address Accounting  Notes

There are no items. Please click Search ltems’ or ‘Add Open Market ltem belc

5. To add items to the requisition, click on the
Items tab.

Click the Add Open Market Items button to
begin the process of adding items to the
requisition.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

6. The Items tab opens to a blank entry form
to add either an Open Market or Narrative
item to the requisition.

The following are fields should be completed

for an open market item:

e |tem#: COMMBUYS automatically
sequentially numbers each item added to
the requisition

e |tem Type: two options:

o Normal — recommended
o Narrative — updates item to only
- e Print Sequence #*: change this field if
e the order the requisition line items should
print is different from the Item # order

- - - e ltem Status: COMMBUYS auto updates
FtSeee” It s -nnges L.
. based on the requisition status.
e Description*: description of the item /
service; can hold up to 100 characters.
e Quantity: enter quantity in known or
iy it el Cox o p— Toa Dot . w | enter 1 if unknown
u T w o u u r w« e Unit Cost: enter cost of item/service per
‘unit’ of quantity
i 8 " . e NetUnit Cost: COMMBUYS auto
- . ” updates
— g ' " e UOM: unit of measure; how the item is
Eended Anourt R}
sold/packaged/purchased
- 3 N e Discount %: percentage discount for

item/service if applicable
e Total Discount Amt.: total amount of
D T TR T AT discount — populate based on cost and
discount %
e Total: COMMBUYS auto updates
e UNSPSC: each item/service is required to
have a corresponding UNSPSC code, use
the eye glass icon to search and select
the most appropriate UNSPSC class
(more detail on Step 7)
e Freight: enter freight costs if known

Make: Pactaghy

Note: Fields marked with (*) are required. If a
field is not included in the above list, it is an
optional field.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

| Commodity £PP and Service Codes
Search

UNIPEC et oy
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7. Click the eyeglass icon to add a UNSPSC
codes to the item or service. The Search
Code screen populates, use the available
search dropdowns and fields to find the best
code.

Select the radio button on the left side of the
screen and click the Save & Exit to return to
the Items tab.

I Save & Add New I Save & Exit I Save & Continue l

Reset

I Cancel & Exit I

8. After each item is added to the requisition,

there are five options:

e Save & Add New — saves the item to the
requisition and opens a new item entry so
additional items can be added

e Save & Exit — saves the item, closes the
item entry page and returns to the
Requisition Items General tab

e Save & Continue — saves the item and
remains on the item entry page

¢ Reset —removes the item from the
requisition without saving it

e Cancel & Exit — cancels the item and
exits from the item entry page.

Repeat steps 6 through 8 until item entry is
complete.

Vendors Address Accounting Notes

Open Market Requisition 1400176 Status: 1RI - In Progress =
General Vendors Address Accounting Routing  Atochments{f) Notes Reminders ~Summary

SoibyColumn: PimSequence * 1 SaDescendng (9]

Item | Print. Item Description Total Delete
# | Sequence y Cost ]
Quantity Unit Net uom Total Tax Tax Freight
Cost Unit Discount Rate Amount

Cost Amt.
Bk Fine Pl Pens
' T — " - 750 4]
o1 | ws‘ su‘ B01-Eox ‘ snnn‘ snnnl s
‘yellow highlightzes
2 20 sHzE B

500 | szi‘ szi‘ BO%- Box ‘

Nanalive tem test.

o
w
=

Total | STETS)

@) Please save your changes before soring . Ohensise, your changes will b lost

R R

9. Once complete review the requisition
item(s).

Next, select the Requisition Items Address
tab.
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Screenshot

OPERATIONAL SERVICES DIVISION

Job Aid:

® lem# 1, 2: No ship-to address, and there is no

Item Address Validation Errors

walid ship-to address at header level

Item #

Description

Ship-to
Address

1

b

Blue Fine Point Pens

yellow highlighters

=

Ship-to Address:

Bilto Address:

|[®] [ ooy seceoied | [ AwpytoAiliems | [ Resel Seleoisd o Hesder ]

|[©] [ Aepymesesmd | [ AmyoAilems | [ ReselSdeomimesier )

Save & Continue

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Directions

10. The Requisition Items Address page
opens. Displayed here is the left side of the
page where the Ship-to Address is. Use this if
items are being shipped to multiple locations.

The Address page should prefill — if no
change is required go to step 16.

If there is an error message indicating that no
valid ship-to address exists. Click on the look-
up (eyeglass icon) to select a ship-to address.

You can either select the Ship-to-Address for
each item or use the Ship-to-Address at the
bottom of the page to search and apply to all
items.

Lookup ltem Ship-to Address - Open Market Requisition 1400176/ ltemNbr:1

11. Enter the search criteria. Click Find It to
view the search results.

Cne Congress Street

11th floor

Boston, MA 02114

us

Email: linda.banks-granti@accenture.com

Phone: (617 y¥59-

Close Window

s | Search Using: | ALL ofthe criteria  ~
If no criteria is known clicking Find it will
Departmentld e T return all possible organization addresses.
Department Suffix ID Department Suffix Name
Search Fields:
Location 1D Location Name
City County
Browse by: ABCDEFGHIJKLMNOPQRSTUVWXYZ
Find it ][ Clear
Select Department Department Department 12. The search results display.
D Name Suffix
D Note: for viewing ease, the page is split
® 00100 PETS PLUS 100
Select
Department Address Info
Suffix
Mame
10055 Anne Bell

Last Revised: 2015-03-09
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Screenshot

OPERATIONAL SERVICES DIVISION

Job Aid:

Directions

Select Department Department Department Department
D Name: Suffix Suffix
D Name

) o100 L} PETS PLUS 100 10055

I - -

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

13. Select the desired Address by clicking the
Select box. Click the Select button.

General Vendors  Addr

Routing Summary
General Vendors [LULIEEY Accounting  Notes
Item Address Validation Errors
® tem# 1, 2: No ship-to address, and there is no valid ship-to address at header level.
% Item # Description ASA::;‘:;;
1 Blu Fine Point Pens 00- 10055 =
Anne Bel
One Congress Strest
11th fioor
Boston, MA 02114
us
Emait Inda.banks-grant@accenture.com
Phone: (617)999-9995(%]
2 yelow highiighters. ]
Ship-to Address: ‘ “@_[ Aopiy oSeected | [ Appy wAlllems | [ Resel SoectedtoHeader |

General Vendors

Open Market Requisition 1400176

14 The pop-up window closes and the

selected address populates.

Repeat steps 9 — 13 if you need to add a
different Ship-to Address to each requisition

Routing 1) Notes 1 S

General Vendors [EULIGEEN Accounting Hotes

Item # Description

Ship-to
Address

1 Blue Fine Point Pens.

1011 - 10NEE
00 - 10055

Anne Bell

One Congress Street

11th floor

Boston, WA 02114

us

Email: linda.banks-grant@accenture.com
Fhone: (617)999-9599(]

2 yellow highlighters

Ul - ludoo

=

Anne Bell

One Congress Street

11th floor

Boston, WA 02114

us

Emait: linda.banks-grant@accenture.com
Phone: (617

I Save & Continue I

15. Once all Ship-to Addresses are added to
Y the requisition, click the Save & Continue
button located at the bottom of the page to
save the changes.

o The page will save, refresh and the error
messages disappear.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

16. Click the Attachments tab. The
Attachments tab displays.

Open Market Requisition 1400176

General Items Vendors Address Accounting Routing ENEEIENENE Notes Reminders Summary

. If any files auto-attach: review, keep or delete

Name Description e as necessary.

Meeting format.docx
e /\tiachments include bid attachments and
required forms/contract documents

o Click Add Form to add form attachments.

Noferm Arachments - Click the Add File button to add a new file.

e | ]

Note: Add Form is not currently a working
function in COMMBUYS

17. The Add File window opens. To select a

filefrom your deskiop, lick the Browse
button. This will search for documents from
your computer. Select the desired file.

@ Name s the display name for the fie that wil appear where atiachment reposiory fies are displayed. I can be different from the name on disk and can contain alphanumeric ch

Name"

Description: Complete the fO"OWing fleldS

Fie (Borse_| ¢ Name - required; but will be populated
with the selected file name if left blank

Locain 0 e Description — optional

_ T T T T I Click Save & Continue to add another file or

click Save & Exit when all files have been
added.

Note: Files previously uploaded or added to
the Document Library in COMMBUYS are
available in the Attachment Repository. To
locate and attach from the Repository, click
the Search File button and complete the
advanced search criteria.

For additional information on adding
attachments refer to the job aid How to
Search for and Use Attachments in

COMMBUYS.
16 Atiachment tab redispiays with the it of
General _ltems Vendors Address Accounting Routing Notes Reminders(1) Summary attached files.

Vondor(0)

(3 Show
e Vendor

Description

Meeting format.docx

attachment two attachment two of two.

@ Ciick Add Form to add form attachments.

No Form Attachments

e
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

sl s B SR 19. Click the Summary Tab to view a
e s ——— summary of the completed requisition.

® tiem# 1, 2: No vendor, and there is no recommended vendor at header level.

General Items Vendors Address Routing

Header Information

This picture shows the upper portion of the

Requisition Number: 1400176 Short Description: Test Requistion
Organization: Operational Services Division Summ ary Tab.
Department: 00100 - PETS PLUS Location: 100-805-5p
Entered Date: 121712013 Requisition Type: Open Harket
Requestor: Buyer Buyer Purchaser: Buyer suyer - f . . h . li
Contact: Buver Buyer Contact Phone: sz 1000fE Note: for viewing ease, the page is split
Estimated Cost: sars0 Print Format:
Solicitation Enabled: No
Ship-to Address: Bill-to Address: nventory User
211 E. Tth Street
Sute 1100
211 £. 7tn Street
Austin, TX 78701
us|
Email gflorss@periscopeholdings.com
Phone: (5121665-340308
Meeting two

Status: 1R - In Progress ==

Status: 1Rl - In Progress
Required By Date: 12431420132
Type Code:
Fiscal Year: 2014
Alternate 1D:
20. Shown here is the lower part of the
Summary Tab that provides a summary of
08 s P— each item on the requisition as well as the
- action buttons currently available for the
ity | Unit Cost ‘ Net Unit Cost | uom ‘ Discount % ‘ L.
5DI]| 5525‘ .'FEZE-|BDX—E|DX ‘ I]DI}%‘ requ|s|t|0n.
Manufacturer: Brand:
v Foctasrs e  Submit for Approval
\ Account Code e Cancel Requisition
‘ There is no item accountil ° C|0ne Requ|5|t|0n
e A Gra Congress Street e Print
11th floor

Boston, MA 02114
Email linda.banks-grant@accenture.com
Phone: (617)999-¢

After the information is reviewed, click the
Hem#3: Narratve tomtost 1R1- i Progress Submit for Approval button to submit the

T | wom ] Fo— [ oo ] F—— ‘ —  requisition into workflow where it is routed for
\ mewms  gpproval.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions
Messagefrc_m 21. A popup message displays asking ‘Are

N you sure you want to submit this requisition?’

@ Are you sure you want to submit this requisition?

Click OK to continue with the submission.

To cancel the submission, click Cancel.

22. The approval path for the requisition

displays.
Only one approval path "022" matches the document's criteria.
Approval Description . This page provides information about the
Path Range approval path such as description, dollar

range, user, the approval level and the
approval type.

022 just to make sure 50.00-5100.00

Please click Continue te continue submitting the document, or click Cancel & Exit to cancel the decument submission and go back to the document.

- O Continue 0 complee sutmission

_ 23. The requisition Summary tab redisplays.
Status: 1RRA - Ready for Approval =

The status has been updated to:
e Status 1RRA — Ready for Approval

‘ STOP after requisition is complete, if not
an approver on the approval path or a
Basic Purchasing user

Once the requisition has traveled through the
approval workflow, it can be located and
converted to a Purchase Order (PO).

Home - Welcome Back Buyer Buyer 24. To locate a requisition assigned to you
News(f) Dashboard [[TREEY Bids(30) PO(@) Approvallf) My Reminders(d) Events(0) a”Ot' ready E(:)r C?mlleés'o? to a purchase order,
In Progress{0) Ready for Approval(1) JGEEURGERIE ELNLIPE Returned(0) Gone to PO(D) gO 0 yOUf ontro enter.

o o Click Regs > Ready for Purchasing and a
Requisition # Requisition Date = list of available requisitions will display.
1300111 09/24/2013 sec test two
1300110 09/24/2013 test requisition In this case, there are three requisitions in the
Control Center of which two are Ready for
Purchasing.
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News(1) MEE]

__ Requisitions >
Bids
POs
Receipts
Invoice
Quotes

News I0

3

OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

MNew
In Progress
Ready for Approval

Purchaser Assigned
Gone to PO

Gone to Bid
Returned

Canceled
Backorder

Ready for Issue
Partial Issue
Complete Issue
2B Shopping

Directions

25. An alternative method of locating a
requisition that is ready for purchasing and is
not assigned to you, is to select Documents
> Requisitions > Ready for Purchasing
from the Navigation bar.

Requisitions - Ready for Purchasing

Requisition #

Requisition Date

Description

1300111

09/24/2013

sec test two

09/24/2013

test requisition

26. All the requisitions assigned to your user
Id will display.

Click View All to view the complete list and
select a requisition not assigned to your user
id.

Regardless of the method used to locate the
requisition, click on the blue hyperlink
requisition number to open.

Gererd Hems Vendors Address Accowndng Aouiig Aftachments Motes

Remingers [

Open Market Requisition 1300110 St 109 -y o Pachesing =

Requisiion lumber ]
Orgization: Tt Ty Vet nd ot
Degarment - e e
Entered Dtz s
Requesior: e Baper
Conart St
Estmated Cost i
Sclictaion Enabled: L
Imoice Method: Thee iy et
P Card Desived: ]
Shipdo Address: ny e
HIE T
Sl
HIE T
Husin DR
s
£rel gresersopiiing on
o IS

Shart Desciption: astrginn
Location: R Cenrhose
Requistion Type: Open et
Parchaser: s mid
Contact Phone: - TH
Frint Format:
Billso Address: Imezrylser
MEMSeE
Sils 10
M
A U

1]

. ol Ean

P 5015 40

St {558 sl e g

ReiedByDae.
Type Code:

Fiscal Vear: n
Hemate D:

27. The requisition opens to the Summary
tab.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

—— R Reaty o Puchsig 28. Scroll to the bottom of the page to view
the options for the requisition.
UNSP S C Segment-Family: 10-10-15-04-0000
Qty Unit Cast Net Unit Cast uom Discount % Total Discount Amt. Tax Rate Tax .
T 530000 $300.00 | EA- Each 000% 5000 Click Convert to PO.
Manufacturer: Brand. Mo
Make: Packaging:
Account Code ‘
‘There is no item accounting available for this tem

Approval Path:

Delete | App Order |App Level | App! Date Date Approvel
Sequence | Path Type  Requested Approved/Disapproved/Canceled
ID

There are no approval paths found for this requisition.

Approval Actions

Options | © Disapprove

Comment

Save & Exit

Convert to Bid Canvest to PO Cancel Requisition Clone Requisition Print

EESEISSS

R — 29._I?op_up message displays requesting
verification of the intent to convert the
requisition to a purchase order.

@ Are you sure you want to convert this requisition to a purchase
order?

Click OK to continue the process or Cancel to
stop the process.

30. A new page diplays shoving any ero
e (red)_ or warning (yellow) messages for this
® Noreference vendors. You may create a single purchase ondr with no vendar or retum to the requistan. I'eC]UISItIOH pI'IOI’ tO the PO COI’]VGI‘SIOI’] prOCGSS.
Headex Recammended Vendar .
. Click Convert to PO button.
ltem # Description Recommended Vendor

1 tast

B icls Vendorfomal Quote Atachmerts

POTypef e New Puctese Oner. Open Markel ~
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

Open Market Requisition 1300111 - Purchase Order(s) Created 31. The page reloads with a message the
purchase order is created along with the

purchase order number.

Convert to PO Validation Warnings

® ltem# 1: No vendor, and there is no recommended vendor at header level.

The following Purchase Order(s) were created: The StatUS Of the purchase order |S ‘In
PO # Vendor Total Progress’ as it still needs to be submitted for
0000190 $305.00 approval and sent to the vendor once
X approved.
Click the PO# on the left
or

Click OK to return to the Home page.

32. The page has refreshed to the home
page.

Home - Welcome Back Buyer Buyer
News(l) Dashboard Reqgs(3) Bids(31) Approval(7) My Reminders{0) Events(d)
Ready for Approval(1) Ready to Send(0) Retumed(0) Change Orderl0)  Tq yiew an in progress purchase order, click

PO > In Progress. Click the blue hyperlink
Purchase Order # Organization Purchase Order Date  purchase order number to open.

0000190 Operational Services Division 01/09/2014

: : *skip this step if the PO is already open
0000106 Operational Services Division 09/24/2013

33. The Purchase Order opens to the
Summary tab.

Open Market Purchase Order 0000190

The red warning message is a Validation

General Items Vendor Address Accounting Routing Attachments MNotes Change Orders Reminders El‘ror, th|S OCCUrred because no Vendor
existed on the requisition. Depending upon
who creates the requisition, they may or may
® A mailing address must be specified for the selected vendor nOt knOW the Vendor that WI” receive the

® Aremit address must be specified for the selected vendor Ordel’. However, for the pUI’ChaSe to be
submitted for approval and sent a vendor is
required, and all the other red error messages
must be addressed. If there are none, skip to
Step 40.

QOverall Validation Errors

® o PO Vendor.

Click the Vendor tab to add a vendor.
Open Market Purchase Order 0000190 34. Click the Lookup & Add Vendor button

General Items QUELGLI@ Address Accounting Routing Attachments MNotes Change Orders Reminders Summary
General JRITL Vendor

Vendor Validation Errors

#® No PO Vendor

® A mailing address must be specified for the selected vendor.

® A remit address must be specified for the selected vendor

Preferred
Vendor ID Alternative ID Vendor Name Delivery
Method

No vendor found for this Purchase O

Lookup & Add Vendor
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

Lookup & Add Vendor - Open Market Pu 35. The lookup or search window opens for
Search ising: | ALL of e crteria ~ vendors. Enter the search criteria — in this
T | | case the UNSPSC Segment / Family — 10-11
search Fictds: | yeorin - et I Domestic Pet Products; or you may enter the
Vendor Tax ID " ghow[] Vendor Legal Name Vendor Name
Vendor Keyword Alternate 1D
ZIP Code 7 County i . i
state - You may also use other search criteria listed
[ eI to locate an appropriate Vendor. Remember
UN S P SC segment-Family 10-11 - Domestic pet products hd . . .
UNSPSC Class - to be in accordance with purchasing and
TSP SE T procurement rules.
Acknowledgement P
No - Please explain in the Notes Field, below ~
Certified Minority Business Enterprise . .
e Click Find It.

MBE Certified -
Mot Certified ~
‘SDVOBE Certified =
Mot Certified ~
State Certified
Certified

Business Type =
Corporation -

WBE Certified -
Mot Certified ~

ABCDEFGHIJKLMNOPQRSTUVWXYZ
012345678910

Browse by:

[ Find It ][ Clear ]
36. The search results display. In this case,
one vendor fits that category.
; Click the Select Button and Add Vendor
VendorID Vendor Name Alternate | Last PO Date| LastBid Address butt
Select utton.
D Date
® WoR | PesRUs Jan 12,2014 gﬁi %g&g;e”""'w“
s
37. The search window closes and the
General Immu:::;:mnm U‘andurP::::lmnznne Notes Change Orders Reminders  Sum Selected VendOI' populates the purchase
% Preferred order
Vendor ID Alternative ID Vendor Name Delivery
Method i
oaoante Pets R Us Emai The vendor and the vendor’s ship-to and bill-

to address are added to the purchase order.

Click the Summary tab to continue.

10% Net 10 -

Payment Terms Freight Terms

Shipping Method: Best Way - Shipping Terms:

| | et
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

38. The Summary tab displays with no error
messages.

Open Market Purchase Order 0000190

Scroll to the bottom of the page to review the
available options for the purchase order.

General IMems Vendor Address Accounting Routing Aftachments Notes Change Orders Reminders

Header Information

Purchase Order Number: 0000190 Release Number: CIle the SU bm|t for Approva| button.
Status: 3PI-In Progress Purchaser:
Fiscal Year: 2013 PO Type:

Submit for Appraval Print Vendor Capy
39. Popup message displays requesting

confirmation of the submission into workflow.
Click OK to continue.

@ Are you sure you want to submit this purchase order for ]
approval?

40. PO status has been updated to Ready for
Approval.

Status: 3PRA - Ready for Approval El

41. Once the PO goes through the approval
workflow the creator or the approver can send
the PO to the Vendor.

If you are the creator you can find the PO, in
your control center under PO, Ready to

'®) Send Emall and Motify Vendor . Set to Printed Status sen d

Vendor Notification Actions

Option(s)

The PO will open to the Summary tab and at
the bottom of the page there is a section
Vendor Notification Actions. Select one of
the two options and click Save & Continue to
put the PO in a ‘Sent’ status.

e Send Email and Notify Vendor: sends
vendor's COMMBUYS contact an email
about the PO and the PO can be found in
COMMBUYS

e Set to Printed Status: no email is sent
but the Vendor will be able to find and
open the PO in COMMBUYS
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